
Certified Instructor 

Manchester School  District, SAU #37 
Job Description 

 
  
Position Title:  Certified Instructor – Credit Recovery Exempt:  No 
Salary Grade/Range:  $15 per hour Non-Exempt:   Yes  
Reports To:  Educational Opportunities Coordinator and  Salaried:  No 
  School Principal 
Date Last Revised:   11/2011  Hourly:  Yes  
Approved By:  Michael Tursi, Assistant Superintendent  Work-Year:  At Will  
Incumbent:                                  Unit Affiliation:     None  
_____________________________________________        
 
Minimum Qualifications and Requirements: 
 
Ø NH Certified or eligible for certification, certification in Secondary Education preferred 
 
Specific Core Function: 
 
Ø To supervise high school credit recovery learning labs. 
 
Responsibilities of the Position: 
 
Ø Service individual students or groups as assigned by the School Principal or guidance department; 
Ø Follow the assigned curriculum and procedures established to achieve the program objectives; 
Ø Maintain records and student information as required by the School Principal and/or Educational 

Opportunities Coordinator; 
Ø Maintain order and cleanliness in assigned work area; 
Ø Participate in in-service training and apply knowledge to instruction; 
Ø Perform such other duties as may be assigned by the School Principal and/or Educational 

Opportunities Coordinator to achieve program goals; 
Ø Implement classroom coordination of instruction according to program goals;  
Ø Complete quarterly reports of student’s progress under the direct supervision of the Educational 

Opportunities Coordinator. 
 
Supervisory Responsibilities – Required Special Qualifications: 
 
None. 
 
Essential Physical Abilities: 
 
Ø Sufficient clarity of speech and hearing or other communication capabilities, with or without 

reasonable accommodation, which permits the employee to communicate effectively; 
Ø Sufficient vision or other powers of observation, with or without reasonable accommodation, which 

permits the employee to review a wide variety of materials in electronic or hardcopy form; 
Ø Sufficient manual dexterity with or without reasonable accommodation, which permits the employee 

to operate a personal computer, telephone and related equipment; 
Ø Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which 

permits the employee to function within the general school environment. 
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Certified Instructor 

Specified Length/Hours of Position: 
 
Ø This is an at-will federal-funded position that extends through one school year. 
 
Evaluation: 
 
Ø Evaluation will be made by the Educational Opportunities Coordinator. 
 
 
My signature below indicates that I have read and understand the contents of this Job Description. 
 
 
 
__________________________________    ________________________ 
Signature       Date 
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